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Dear Members of National Secretaries Association: 


It is good at times to sit down and talk things over 
with the boss, as we did at convention. By that I do not 
mean the officers, for in this instance YOU are the boss. 
You are the owners and stockholders of the Association, 
and it is you who must determine what kind of an asso- 
ciation we shall have, how large or small we shall be- 
come, and what our ultimate station will be. The Asso- 
ciation itself exists to serve you, and it shall continue to 
exist so long as it does serve you to your satisfaction. 


When the directors of the Association discussed the 
possibilities of our magazine with you at convention, 
the “Ah’s” and “Oh’s” were audible from every angle, 
and your interest was so keen it permeated the entire 
room. Right then and there we knew something had to 
be done, and the expression on every officer’s face was 
that of, “Well, Mohammed moved the mountain.” (I 
wonder if the mountains were so big in those days.) 
Anyway, we had many irons in the fire, and frankly we 
consulted with just about everybody except the fortune- 
tellers. During each interview we were told we could 
never expect to venture forth with anything big or any- 
thing important without taking that first uncertain step 
into the darkness. 


That was the challenge that fanned the fire that 
heated the irons, so here it is—a brand new magazine, 
streamlined from cover to cover, and designed especially 
for us. This is only the start. You will see an improve- 
ment with each issue as we grow a little bolder and 
venture a little farther in quest of material you may ask 
to see in THE SECRETARY. It’s going to be a mighty big 
job and right here I should like to stop for a moment 
to express appreciation for the friendly and understand- 
ing help accorded us by Reuter & Bragdon, Inc., the 
publishers, who are brave enough to try to please some 
twenty thousand (?) women. 


We must continue to recognize that our strength is 
not measured in numbers alone, or in dollars and cents. 
The success of this magazine rests fundamentally on the 
productive activities and energies of our members, upon 
faith in the future and determination toward progress. 


You assistance will be appreciated. 


Sincerely yours, 












/ Elizabeth R. Scott 
ao National President. 
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Every industry, business and profession 
is dependent upon the Secretary. Her 
duties seldom clearly defined, are as 
numerous as they are flexible. Behind 
the scenes or on the scene, she is co- 
ordinator and diplomat. It is her re- 
sponsibility to maintain good relations 
between her employer and his public. 
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institute for certifying professional secretaries 


By Dr. IRENE PLACE 
Acting Dean of Institute 





Dear Members of NSA: 


The following is for your general information and to 
bring you up-to-date about the status of the effort being 
made by NSA to develop and promote an examination for 
certifying professional secretaries. 


First, why is NSA devoting time, money, and effort to- 
ward developing such an examination? A secretarial posi- 
tion encompasses certain somewhat traditional office duties. 
This is one of the oldest job classifications found in the 
office. Through the years, it has become customary for 
women to hold a vast majority of the secretarial jobs found 
in business, industry, and the professions. The status of this 
job classification depends upon the size and nature of the 
business wherein it is found as well as on the philosophy 
of the management of that business and upon the person- 
ality, education, and general ability of the individual so 
employed. In many organizations throughout this country, 
the job of the private secretary is the highest position held 
by a woman. Top level positions in this job classification 
involve considerable responsibility and it is generally be- 
lieved by many who hold such positions that their true 
value to the organization is not sufficiently realized. 


One of the primary aims of the National Secretaries 
Association is to define more clearly the secretarial job 
classification and in so doing to fix its position in the 
highest levels of clerical office occupations. One means of 
doing this is to develop and administer a certifying exam- 
ination and whoever first gave birth to this idea in NSA 
deserves a lot of credit. 

NSA has tried for several years now to make this idea 
become an actuality but so far a definite CPS examination 
has not been developed. There have been many obstacles 
such as organizing the group that should develop the exam- 
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ination itself; determining the content of the examination— 
level, scope, length—; getting the examination written; 
and getting the examination validated. These problems are 
in addition to those of preparing and administering the 
structure for giving the examination when it is ready. 
WHAT Is THE INSTITUTE? 

At the national meeting of NSA in Boston this summer, 
an Institute for certifying private secretaries was finally 
evolved according to a carefully drafted organizational plan. 
Credit for the plan goes to Dean Clifford C. James, School 
of Business, Industry, and Management of the University of 
Baltimore and to Mrs. Dorothy DuBay of the Baltimore 
NSA Chapter who discovered Dean James and interested 
him in the CPS program. 

The membership of the Institute at present is to consist 
of eighteen representatives, one-third from NSA, one-third 
from collegiate schools of business and from management 
associations such as the National Office Management Asso- 
ciation, and one-third from business, industry, and/or the 
professions. When this membership is definitely determined, 
a listing will be released for your information through an- 
other issue of this magazine. The scope of the membership 
will, of course, be national. Later on, an Administrative 
Council, a Committee on Examination Qualifications, an 
Examining Committee, and other committees will be ap- 
pointed as needed. 

The general pivot of the Institute is a “Dean.” “This,” 
and here is a quotation taken directly from Dean James’ 
plan, “should be a person with adequate educational back- 
ground and experience to conduct the affairs of the Insti- 
tute efficiently. It should be a non-paying position until the 
Institute becomes established; then financial arrangements 
could be made. I suggest a well-known, capable woman who 
would be willing to devote time to this cause. The Dean 
should be the administrative head of the Institute and 
would handle all correspondence and public relations be- 
tween management, NSA chapters, and the Institute.” 
PURPOSE OF THE INSTITUTE 

The purpose of the Institute is entirely educational 
since the purpose of the CPS examination is educational. 
The CPS examination aims to delimit the scope of the 
secretarial position in business, industry, and the professions, 
and to upgrade it however possible. 

More specifically, the purpose of the Institute can be 
set forth as: 

1. To establish educational standards and administer 
them through an annual examination so that properly 
qualified secretaries shall be recognized. 

2. To further the professional standing of secretaries 
with management. 

3. To cooperate with secretarial training schools 
throughout the country for the establishment and advance- 
ment of adequate secretarial education. 

4. To cooperate with collegiate schools of business and 
other qualified educational groups in offering courses of 
study for those desiring to prepare for CPS examinations. 

5. To prepare the CPS examinations and supervise 
their administration. 


6. To award CPS certificates to those who successfully 
complete the examinations. 

7. To develop a public relations program to inform 
of developments in the Institute. 


ACTIVITIES OF THE INSTITUTE TO DATE 

First, there really is not an Institute because the eigh- 
teen members referred to above have not yet been ap- 
pointed. 

In order to get the examination program under way, 
however, the acting head has 

1. Prepared a composite of three major studies of 
secretarial duties to act as a basis for determining the areas 
of the CPS examination. 

2. Written to fifty personnel directors of nationally 
known concerns for reactions to the six areas now being 
considered as possibilities for the examination. 

3. Written to ten nationally known educators in busi- 
ness administration and secretarial training for examination 
content. 

4. Tried to promote a meeting of the entire Institute 
for December 26 or 27, Cleveland, so that procedure and 
examination content may be considered. 


WHAT NSA MEMBERS CAN Do TO HELP 

Someday, no doubt, you all hope to have earned the 
CPS certificate. Now, however, the job is to get the Insti- 
tute for developing the examination established, after which 
comes the big job of writing and validating the examina- 
tion. You can help the Institute this winter, therefore, by 

1. Discussing the desirability of the CPS. What, spe- 
cifically, can such an examination program do for employed 
secretaries throughout the country? Several factors are set 
forth in this letter, but can you suggest others? 

2. Considering in your Chapters the desirability of 
CPS as a title for the certificate to be awarded. At present 
this means “certified professional secretaries.” Would “cer- 
tified private secretaries” be better or would some entirely 
different title be more suitable? Now is the time to change 
it, not after it becomes known and accepted. 

3. Consider with businessmen and women of your 
community what they think of the general CPS idea. The 
fifty personnel men already written to are divided; some 
feel strongly that the whole is a worthless idea and others 
that it is a very good idea and will help the status of secre- 
taries. 

4. Consider with your local business administration 
and secretarial training educators the content of such an 
examination. Send us any information you get. 

A real effort will be made to include a letter such as the 
above in each issue of this magazine so that you may be 
kept up-to-date about its progress. After all, it is the project 
of NSA and each of you, as members of NSA, must help 
however you can. The members of the Institute are merely 
your agents, acting for you, the membership of the National 
Secretaries Association. 


Sincerely yours, 
IRENE PLACE 
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The Acting Dean of the CPS Institute is Dr. Irene Place, 
an assistant professor in secretarial practices, School of Busi- 
ness Administration, University of Michigan, Ann Arbor. 
Mrs. Place has been graduated from the University of Ne- 
braska, and Columbia and New York Universities. 

Somewhat of a pioneer in establishing office and secre- 
tarial training programs on the collegiate level, she initiated 
two and has been instrumental in developing two others 
during the past eighteen years. Actual experience as a cash 
girl, a typist, a transcribing machine operator, a stenograph- 
er, a Camp secretary, and finally a legal secretary have given 
Mrs. Place a practical appreciation of office and secretarial 
problems. 

She is an active member of the Detroit Chapter of the 
National Office Management Association and an honorary 
member of the Lansing Tuebor Chapter of the National 
Secretaries Association. She has cooperated in the develop- 
ment of in-service training programs for this and other 
Michigan NSA chapters. 
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By NANcy E. WILSON 
New York City Chapter 





are you 
public relations 
conscious? 


There will always be a few hermits in any society, those 
who choose the live-on-a-desert-isle-and-love-it, but for the 
vast majority of us who live and must work in this world, 
there is no escape from the never-ending give-and-take of 
relations with other people. Whether we accept these rela- 
tions, or struggle against them, they are part of our every- 
day lives. A society, in order to progress, is dependent upon 
the enrichment of the relations which exist between people, 
and groups of people. The business world, in order to pro- 
gress, must depend upon its equitable relations with the 
public it serves, and the people who serve in its behalf. Busi- 
ness enterprises today spend huge sums of money in a con- 
stant effort to build and maintain sound, healthy relations 
with the public because they have learned that in order to 
sell their products or service effectively, they must also sell 
themselves. Business vernacular calls this PUBLIC RELA- 
TIONS. 

What do we mean by Public Relations? My curiosity 
was challenged and I set out to define it to myself. After 
sifting through a maze of eloquently written and spoken 
ideas by experts in the field, I concluded that Public Rela- 
tions is ANY relations with the public, whether they are 
good or bad. We have them whether we want them or not. 
A Public Relations program is anything that one person, 
or group of people, may do to put an idea across to others 
or to influence them either directly or indirectly to ‘accept’ 
a given product, service or idea. This is a broad statement 
but Public Relations covers a vast area of specialties. Adver- 
tising, which is ‘paid’ selling, and Publicity, which is 
‘subtle’ selling—letting the public know—are principal 
‘ways and means’ of putting these ideas across. Various 
media such as newspapers, magazines, billboards, radio, 
films and television are major channels through which these 
ends are accomplished. 

What does a properly coordinated Public Relations pro- 
gram do? It helps to improve the bonds existing among 
a group of people or between an organization and its so- 
ciety. It actively helps to ‘sell’ the organization, its product, 
service or idea for which it stands, to its particular public. 
This might be the consumer, prospective clients, suppliers, 
manufacturers, related and competitive industries, the em- 
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ployees, stockholders, management, government, even the 
surrounding community. It promotes good-will, creates bet- 
ter understanding between the organization and its pub- 
lic, educates it if necessary in the proper use of a product, 
and in many cases supports public causes in order to win 
favorable public opinion. It works toward friendly em- 
ployee relations, and community relations, for they also 
influence public opinion. 

How can we bring Public Relations to us as secretaries 
in the business world? Whether you know it or not, each 
of you reading these words does a Public. Relations job 
every day of your life in your place of business, in NSA, 
and for yourselves too. As a paid employee, you represent 
your employer and your business organization. As a secre- 
tary, you are actually a ‘front man’ for this organization. 
You make good business friends for your employer and 
company through your good business manners. You create 
the good-will of the public by your courteous and diploma- 
tic handling of visitors. Your ‘telephone personality’ is a 
spoken advertisement for your employer and company and 
indicates that they value the importance of good human 
relations. Your clean, crisp letters are a written advertise- 
ment of the high standards of that company, and of you as 
a secretary. You maintain the prestige of your employer and 
company by your loyalty to them among your co-workers 
and the public with which they must deal. You follow the 
Golden Rule and do just a little bit more to ease the burden 
of your employer by helping him to remember that lunch- 
eon appointment or important conference, by ‘fronting’ 
for him when he is too busy to see that persistent visitor, 
or talk with him over the telephone. You handle these 
things in such a diplomatic, kindly manner that you save 
valuable time for him and yet preserve good relations be- 
tween him and his public. You realize that intelligent handl- 
ing of these details often helps to ‘make or break’ that 
person for whom you work. In other words, you have 
mastered the art of being a good secretary and a guiding 
power behind the throne. Your efficiency spells prestige for 
yourself and your employer to all with whom you come in 
contact. What more important Public Relations job than 
this? 

In the same manner, each o fus as a member of NSA 
represents this Association and the ideals for which it 
stands. In essence, NSA is a public relations organization; 
it is a symbol of the human will to progress. The product 
we have to ‘sell’ is vastly more important and challenging 
than the inanimate product of a machine—it is ‘ourselves’ 
and our ideals. That is why the job NSA is doing is so 
important. We continually learn to perfect our skills and 
relationships with other people through our programs of 
education and association with others who share the same 
hopes and ideas. Each one’s status as an individual in the 
secretarial profession increases and this reflects credit on 
NSA and the organization for which we work. As time 
passes, our Association will blaze new trails in its path of 
destiny. Thus, as a group we have a deep responsibility to 
ourselves and to the business world. If each of us shares in 
this task of ‘selling’ NSA and the secretarial profession 
to the public, our future will be secure. I'll try. Won't you? 
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to the editor 


APPEL, RANCK, LEVY & APPEL 
33 North Duke Street 
LANCASTER, PENNSYLVANIA 


The Editor 
Secretary Magazine 
Dear NSAers: 


I did not realize that winning the Secretary of the 
Year Contest would involve the huge task of answering 
so many letters, not only from members of NSA but 
from persons all over the United States, and to date I 
have found it impossible to answer all the correspond- 
ence. I want to thank you, one and all, for your lovely 
letters and assure you that I shall answer all your letters 
before I surrender my title. 


Sincerely, 


KITTY BALTASSER 
Secretary of the Year 


Recognition always carries great responsibilities—and it is the 
fulfillment of these responsibilities that justify the confidence given. 
Good luck, Kitty—The Editor. 





NOTE: 

All relations between National 
Secretaries Association and the 
Executives Guild have been 
amicably terminated, and final 
and complete settlement of all 
financial affairs made. 
























This attractive aluminum Posture Chair is 
ideally suited for the secretary’s office. It is 
easily adjusted to individual physical require- 
ments thus giving correct posture and comfort. 
Available in Sparkling Satin Aluminum or 
Baked Enamel—Brown, Green and Gray. Lit- 
erature available by writing to Cramer Posture 
Chair Co., Inc. 1205 Charlotte St., Kansas 
City 6, Missouri. 


Designed for those who must do more intricate 
computations. PLUS Full-Keyboard machines 
give unexcelled speed and accuracy in adding, 
subtracting, multiplying and dividing. Keys are 
banked for positive, fast, comfortable operation 
with the 1 and 9 keys in special relative loca- 
tions for easier, more positive locating. About 
$295 for model illustrated. Literature available 
by writing to Plus Computing Machines, Inc., 
37 Murray St., New York 13, New York. 


Additional information on items appearing on 
these pages may be had by writing directly to 
manufacturer or to the company in care of THE 
SECRETARY, 610 Wood Street, Pittsburgh 22, 
Pennsylvania. When writing directly to the manu- 
.facturer please mention THE SECRETARY. 


A beautifully styled lamp. Flexible arm permits 
shade adjustment to any height from 744” to 12”. 
Particularly adaptable for the secretary's desk. It 
has a sturdy metal base and is U.L. electrically 
approved. On and off automatic switch. Finished 
in Statuary Bronze or Warm Gray. Price approxi- 
mately $8.00. Literature available upon request. 
= aoe Company, 3245 W. Lake St., Chicago 
24, Illinois. 

































The “Steno by Crescent” is designed to record and 
transcribe dictation with the unique feature of a 
built-in intercommunication system and a tran- 
scribe and back space foot control from the re- 
mote station. Finished in Gray Hammerloid with 
black trim. About $250 including tax; consists of 
dictation and transcription machine, remote sta- 
tion, and all necessary accessories. Crescent Indus- 
tries, Inc., 4140 West Belmont Ave., Chicago 41, 
Illinois. 


The new Finger-Flite Champion has an office size 
typewriter keyboard and includes forty improved 
features. The typewriter, plus case, weighs only a 
fraction more than sixteen pounds. Finished in 
non-glare Underwood gray with new gray keytops 
and maroon cylinder knobs and space bar. Litera- 
ture available by writing to Underwood Corp., 1 
Park Ave., New York 16, New York. 








THE SECRETARY 


the 


chair 


Mrs. GANO SENTER 
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practice classes 


In teaching Parliamentary Law it is necessary to urge 
the importance of adjusting the study to the requirements 
of the average modern Club. Simplicity is essential in the 
beginning so that confusion will be eliminated. 


As a practice class progresses it becomes eager to study 
the more intricate problems that arise in advanced Club 
work, when a good foundation has been laid, and the 
approach made by careful analysis. The pupil has learned 
that Parliamentary Law is based on reason and enriched 
by experience. 

Experience teaches us not to make an issue of small 
things. It does not matter whether we say, “I move that we 
buy a rug,” or “I move the adoption of the following resolu- 
tion: resolved, that we buy a rug.” The important point is 
that the assembly shall understand the question before it 
votes on it. 

Parliamentarians used to favor the resolution type of 
motion, but for the transaction of ordinary business in the 
average Club, the simple form of a motion is less cumber- 
some. We are living in an age of speed and directness, and 
it is desirable to replace formality with practical simplicity. 


The following explanations answer some of the ques- 
tions received by the Parliamentarian recently. 


Who may move to reconsider? 


Only one who voted on the prevailing side may move to 
reconsider the vote on the question. Prevailing side must not 
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be confused with affirmative vote. If a motion was lost, the 
negative vote prevailed and only one who voted in the 
negative could move to reconsider in that case. 

Does the motion to reconsider require a two-thirds 
vote? 

No, just a majority vote. Another point to remember is, 
that if the question that is to be reconsidered was decided 
by a ballot vote, then the vote on reconsideration must be 
by ballot. 

What is meant by the rank of motions? 


When a main motion is presented to an assembly for 
action, there are seven subsidiary motions that can be 
made while the main motion is pending. When a sub- 
sidiary motion of lower rank is pending, one of higher rank 
may be moved and seconded, and consideration of the sub- 
sidiary motion of lower rank yields temporarily to the one 
of higher rank. If no main motion is pending, then no 
subsidiary motion could be presented, because subsidiary 
motions must refer to a main motion which is pending. 

Sometimes a motion may be made to refer something to 
a committee, when no main motion is pending, such mo- 
tion is then a main motion instead of a subsidiary motion. 

The following is a simple explanation of the rank of 
motions. 

8. Table (majority vote) undebatable. 

7. Previous questions (2-3 vote) undebatable. 
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6. Limit or extend limits of debate (2-3 vote) unde- 
batable. 

5. Postpone to a certain time (majority vote if gen- 
eral order) (2-3 vote if special order) debatable. 

4. Refer to a committee (majority vote) debatable. 

3. Amend (majority vote) debatable. 

2. Postpone indefinitely (majority vote) debatable. 
. 1. Main Motion (majority vote in most cases) debat- 
able. 


Always remember that only one main motion is in order 
at a time, and if a subsidiary motion is pending, to offer a 
subsidiary motion of lower rank is out of order until the 
one of higher rank has been acted upon. Example: the 
motion is that “We buy a rug”; it has been moved and 
seconded to amend the motion by inserting “blue” before 
“rug;” then someone moved “to table the question,” which 
is seconded. Someone else thinks that the question should 
be referred to a committee. This subsidiary motion to 
“refer to a committee” is out of order while the motion to 
table is pending. If the motion to table is voted down, 
then the motion to refer to a committee would be in order. 
If the question is referred to a committee, all further action 
on the motion is delayed until the committee brings in a 
report. Usually the number on the committee and the 
manner of their appointment is included in the motion to 
commit. Ex. “I move that the question of buying a rug, 
be referred to a committee of three, to be appointed by the 
chair.” (Motion carried.) 


When the committee reports its recommendations, the 
chairman thanks the committee and proceeds with discus- 
sion of the amendment to the motion, as follows, “The 
question before you is, that we buy a rug, with the amend- 
ment pending to insert blue before rug, are there any 
remarks to the amendment? If not, all in favor of the 
amendment, that we insert “blue” before “rug,” will say, 
Aye; opposed No. The amendment is carried. The ques- 
tion before you now is, “that we buy a blue rug,” are there 
any remarks to the question (or is there any discussion) ? 
All in favor of the motion, that we buy a blue rug will 
say Aye; opposed No; the motion is carried (or lost).” 


Should the Secretary put the question when a motion 
is made that the chair appoint a committee? No, this is in 
no way a personal motion: it is a motion assigning cer- 
tain duties to the chair and the chairman handles it as she 
does any other motion. 


When a motion is made that affects the presiding offi- 
cer personally, as a motion of thanks, then a vice-president 
should put the motion, or the person making the motion 
may do so if no vice president or officer is alert to the need 
for prompt action. Such motions should be handled smooth- 
ly, so that a presiding officer does not suffer embarrassment 
through this desire to express gratitude. 


Remember that negative votes are not taken on motions 
of thanks or resolutions of sympathy, unless someone in the 
assembly asks for the negative vote. This rarely occurs, for 
people are happy to express appreciation and kind in ex- 
pressing sympathy. 


What shall minutes contain? This is an often repeated 
question. 


First let us keep in mind the fact that minutes are the 
records of the business transacted at a meeting, and must 
not contain any personal opinions of the secretary. The 
secretary may think the address given by the speaker of the 
day was excellent and most convincing, but she states in 
the minutes merely that Mr. X was the guest speaker of 
the day. If someone moves to give Mr. X a rising vote of 
thanks for his inspiring address, then the minutes will read, 
“It was moved by Mrs. A and seconded that a rising vote 
of thanks be given Mr. X for his inspiring address. Motion 
carried.” 


You will see from this that the secretary records all 
motions as they are stated by the chair (and the chair 
should state them as the makers of the motions present 
them), then she records the fact that the motion was car- 
ried or lost. The name of the maker of the motion should 
appear in the minutes but not the name of the seconder 
unless the society orders it, and discussion does not go in 
the minutes. Motions, of course, are considered a very im- 
portant part of the business of the meeting. 


The time and place of meeting and the kind of meet- 
ing; (regular or special or adjourned regular or adjourned 
special) the name of the society; the name of the presiding 
officer and her title; the approval of the minutes of the 
preceding meeting, or if they were not read, statement of 
the fact that the reading of the minutes was omitted; all 
main motions, whether carried or lost; (withdrawn mo- 
tions are not recorded) points of order and appeals; all 
business that should be recorded, such as the fact that the 
standing committees reports were read and filed; adjourn- 
ment, and the signature of the secretary and her title. 


When the treasurer presents a financial statement, the 
balance should be recorded in the minutes and the report 
carefully filed with the statement of its filing included 
in the minutes. 


When there are corrections to the minutes, the secre- 
tary does not erase the incorrect statements; she brackets 
the part to be corrected and writes the correct statement in 
the wide margin, if the minute book is a loose-leaf book, 
or, if the book is a bound volume, on the blank page to the 
left of the page on which the minutes are written. 

If the minutes are kept in a loose-leaf book, they should 
be permanently bound at the close of the administration. 

Do not feel that Parliamentary Law is too intricate to 
follow. It is consistent, and founded on common sense. A 
sincere desire to be fair and just will go far toward un- 
folding its helpfulness. 
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Yes, and interesting too—so many times professional 
publications, while informative and authoritative, 
are dry and uninteresting—which means that you 


can’t relax while reading. 


At least 60 articles on subjects of special interest to 
the *P. S. and the “will be” secretary written by out- 
standing authorities will be interestingly presented 
in the next 12 issues. Well-known artists and pho- 


tographers will illustrate for THE SECRETARY. 
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FOUR HUNDRED SIXTY-SEVEN members were 
added to the roster of National Secretaries Association, 
when Secretaries International joined forces with NSA in 
July. With the exception of two of the sixteen chapters 
composing Secretaries Interna- 
tional, the entire membership 
now blends its talent and en- 
thusiasm with that of NSA. 

Receiving the lion’s share of 
the merger is the Southeastern 
District, with the annexation 
of nine ambitious and active 
chapters located in the states of 
Alabama, Georgia, Tennessee, 
Kentucky, North Carolina and 
Florida. SI’s first national pres- 
ident, Odessa Henson, who ser- 
ved in that capacity for three 
years, resides in Atlanta. Anise 
Troth, Atlanta, Martha Ramseaur, Birmingham, and Bess 
Showalter, Louisville, all national officers, are among 
former SI leaders now pledged to NSA and the Southeastern 
District. 

A brief history of Secretaries International reveals it was 
organized in June, 1946, in Memphis, Tennessee. Its mem- 
bership, estimated at 500, was centered in the southeast and 
middle western sections of the country. Like NSA, Secre- 
taries International was composed exclusively of secretaries. 
Its purpose was primarily to promote and improve the 
secretarial profession. Activities of the various chapters were 
very similar to those found in NSA chapters, and regional 
and national conventions were held periodically. The na- 
tional project of SI was its “Secretaries Home Project” 
which has been adopted by NSA. 

Little wonder then, that, with two fine organizations 
striving for recognition and superiority on the same plat- 
form, Miss Margarette Bibb, SI’s national president since 
July, 1949, gathered together her devoted followers and 
recommended unanimous acceptance of NSA’s invitation to 
a united effort. 


Margarette Bibb 
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district news... 


from the 4 corners 


NORTHEASTERN DISTRICT 
Mrs. LEO HoRCHOW 
5 Long Street 
Columbus, Ohio 


Mrs. HELEN KANE 
P. O. Box 1115 
Wheeling, West Virginia 


NORTHEASTERN DISTRICT NEWS 
By MARY BARRETT 

ERIE, Pennsylvania, is planning a Secretarial Workshop, 
November 24-25, jointly sponsored by NSA, Erie Indus- 
try, NOMA, Pennsylvania State College and other Erie 
Educational Institutions. The Workshop will be held at the 
Behrend Center. Speakers will be well-known people and 
industry in Erie plans to do their part by financing their 
secretarial staffs to insure a good attendance. We will want 
to hear more about this Workshop. The President of the 
Erie Chapter will be glad to furnish additional information. 
ZANESVILLE, Ohio, made the news recently by volunteer- 
ing to take over all the clerical work of the Muskingum 
County Civilian Defense Organization. Presidents in the 
Northeast have been busy changing around lately, with 
LANSING, Michigan, President Janice Merrill becoming 
Mrs. Wayne Boody and living in Ann Arbor. We welcome 
her successor, Miss Margaret Treanor. Doris Anderson of 
AKRON, Ohio, has transferred to the PITTSBURGH, 
Pennsylvania Chapter. ARKON with their well-known 
faculty for choosing fine Presidents has elected Lillian 
Brenner to succeed Doris. Charlotte Quinn, President of 
the NEWARK, New Jersey, Chapter, has recently affiliated 
with the Berkeley Secretarial School. 


SOUTHEASTERN DISTRICT SOUTHWESTERN DISTRICT 


NORTHWESTERN DISTRICT 
Miss LAURIE MAE SANDERS 
1326 East Ninth Street 
Olympia, Washington 


Mrs. GRACE GARRATT 
1334 East Street, Apt. 202 
San Bernardino, California 


NORTHWESTERN DISTRICT NEWS 
By ANN DODGE 

OLYMPIA, Washington, reports a very capable succes- 
sor to Ann Dodge as Chapter President, Ruth Reuhl. 
SPOKANE, Washington, is active these days celebrating 
their fourth birthday and doing volunteer work at the 
Spokane Filter Center. FORT COLLINS, Colorado, reports 
new ideas for a membership drive with letters to employers 
explaining the purposes of NSA; having each member 
responsible for at least one member and much newspaper 
publicity. GRAND JUNCTION, Colorado, reports a most 
successful “Secretary Style Show.” FREMONT, Nebraska, 
had an interesting program to observe National United 
Nations Week. 


* * * 


SOUTHEASTERN DISTRICT— 
FIRST REGIONAL MEETING 
October 13, 14, 15, 1950—Baltimore, Maryland 
Reported by HELEN KANE 
Baltimore’s Monumental Chapter celebrated its fourth 


anniversary in regal manner with the staging of the meet- 
ing for Region 1 on October 13, 14, 15. Sixty-four exuber- 
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ant NSAers shuttled between the swank Sheraton-Belvedere 
and Park-Plaza Hotels for the activities. 

The three-day session was highlighted by the discus- 
sion or two of the most important national issues of NSA 
State Organization of CPS. Southeastern Vice President, 
Frances Crawford, ably and affably presided over a meeting 
which witnessed the crystallation of definite feelings of the 
various Chapters of her District. 

Dorothy DuBay, Acting Chairman of the National 
CPS Program opened the forum on that vital subject by 
summarizing the accomplishments of her Committee to 
date. A general discussion followed. 

Those present at Monumental’s Anniversary Banquet on 
Saturday evening had the opportunity to meet Dean Clif- 
ford C. James, of the University of Baltimore, to whom 
every NSA member owes a deep debt of gratitude for his 
unstinted and invaluable aid in monitoring the CPS pro- 
gram. Dean James formally accepted his National Honorary 
Membership. No membership of honor was ever more 
merited! Dr. Theodore Wilson, President of the University 
of Baltimore pledged the assistance of his University in 
support of the CPS program and in aid to Dean James. 
Father John Sinnott Martin, noted lecturer and educator, 
was the after-dinner speaker. He delighted all with his 
brilliant wit and mirth mingled with undertones of sound 
and appropriate advice to the Secretary. 

Baltimore's carefully planned and well-rounded program 
again proved that in the Southeastern District lies intelli- 
gence and talent in abundance which, when properly har- 
nessed and guided, can contribute immeasurably to the 
solution of our most difficult problems and to the attain- 
ment of our most cherished objectives. BALTIMORE, 
WELL DONE! * * «* 


Report of SAN ANTONIO REGIONAL MEETING, 
SOUTHWESTERN DISTRICT 
October 14-15, 1950 

BIENVENIDOS A SAN ANTONIO! A spanish wel- 
come to one of the most beautiful cities in the world, a 
welcome as warm as only Texas knows how to extend. 
A welcome that will long be remembered by 107 NSAers 
who gathered at San Antonio on October 14 and 15 for 
the first regional meeting of the Southwestern District in 
1950-1951. 


Pagoda Chapter, Reading, Pa. entertains “MRS. AMERICA— 
1950.” Left to right: Mrs. Miriam Spiese, President; Mrs. Betty 
Eileen McAllister of Johnstown, Pa., and Miss Marilyn Katzen- 
moyer, Program Chairman. 
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Fort Dodge Chapter, Fort Dodge, Iowa represents NSA in 
their City Centennial. Left to right: Mrs. Beulah Frotscher, 
Mrs. Elizabeth Seager, President. 


There are few of us who will forget the old world 
charm of San Antonio or the truly perfect planning of this 
meeting—the pre-regional dinner at La Casita, a trip by 
boat through the heart of the city on the winding San 
Antonio River, the lovely Tea and Style Show at Frosts, 
the cocktail party on the roof of the Plaza Hotel and the 
banquet which followed. The charm of the San Antonio 
President, Irene Slattery, the efficiency of Pearl Sanders the 
General Chairman and the enthusiasm of those NSAers who 
sat at the long tables decorated in crimson and gold. 

Mrs. Preston Dial, President of the Council of Pan 
American Relations gave the welcoming address at the 
official opening of the business session on Saturday morn- 
ing. She presented to Gladys Martin, Southwestern Vice 
President, the six flags of Texas—French, Spanish, Mexican, 
Texas Republic, Confederate and the Stars and Stripes . . . 
all flags to which Texas has paid allegiance. It was most 
impressive, and the pride of each Texan was evident. Mrs. 
Preston Dial was, in 1950, chosen as Texas Mother, one of 
the outstanding honors of the State. 

Saturday morning was given over to discussion of the 
past accomplishments of the National organization and to 
future plans. The afternoon session was given to hearing 
of chapter reports of the thirteen chapters in attendance at 
this regional meeting. 

Miss Edith Ney, member of the Waterbury, Connecti- 
cut Chapter was a guest at the regional meeting. She 
extended to the Southwestern group the warm welcome of 
the Northeastern NSAers. East met West and bound the 
ties of our organization just a little closer. 

The Southwestern Vice President, Mrs. Martin, motored 
from California to attend this first regional meeting. Enroute 
she visited with the Albuquerque, New Mexico chapter, 
where she was guest speaker at Bosses Night for Albuquer- 
que. She then met with the Lubbock, Texas Chapter for a 
dinner meeting. 

Very welcome members at our first regional meeting 
were two former SI members from Shreveport, Louisiana. 
The merger of thoughts, friendships and desires for the 
future of NSA were firmly welded. They are now full- 
fledged members of NSA and we love them. 

San Antonio we thank you, we love you, and we will not 
soon forget you! You have brought us together once again 
and sent us away with renewed enthusiasm and high hopes 
for the year ahead of us. We are now truly aware of the 
meaning of the spanish word ADELANTE—forward! And 
we will continue to go forward. 
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At the present time several very important national 
issues are in the process of development in NSA. Most 
important of all is our CPS Program. Also important are 
State Organization, the new National Magazine, the Home 
for Secretaries which we have inherited from SI. None of 
these can be successfully accomplished without increased 
membership. Our goal is a strong, active, and lasting mem- 
bership of 20,000. At present we have about one-half of that 
number. We cannot ever expect to be free of resignations 
and a turnover of membership for it is natural that some 
will leave the secretarial field each year. Therefore, not 
only must we be concerned with building a membership 
of 20,000, but we must establish a permanent procurement 
program designed to maintain an ever-increasing member- 
ship. 

Last year our membership drive was highly successful 
in building existing chapters—a few even reaching a 100% 
gain. Cooperation was excellent, and we are confident that 
it will continue to be. But in order 


tion to earn a commission at the expense of selective mem- 
bership. Think it over, write to your Vice President, and 
send her as many names as you can supply. 


3. Make chapter procurement a chapter project. For 
example, is there a city within one hundred miles of you 
where a chapte srhould be established? If so, advise your 
Vice President, ask her to have a letter of introduction sent 
to the Chamber of Commerce and the Better Business Bureau 
of that city from our Headquarters Office. Then, assemble 
a group of your members to carry through the project. A 
personal acquaintance in that city will be able to supply 
some names, a list of local business firms will be a good 
starting point, and some have even scanned the city direc- 
tory for a list of secretaries. Remember, every prospect con- 
tacted is source material for more prospects. As soon as 
you have made the initial approach by mail, get your group 
together and plan to spend a weekend in that city. Visit 
the prospective members, call them up on the telephone, 
invite them to a tea or a luncheon. 
You may have to make several trips 





to reach our 20,000 goal one fact 
is apparent. WE MUST HAVE 
NEW CHAPTERS. State Organiz- 
ation demands it, CPS needs it, 
and we all want it. Entirely aside 
from our own needs, would we not 
be entirely selfish if we denied the 
benefits of NSA to the hundreds 
of cities throughout the country 
that have never had an opportunity 
to participate in its advantages. 


Last year we urged our existing 


MEMBERSHIP 
“every chapter 
get a chapter” 


before you are ready to install the 
chapter, but you will have a lot of 
fun doing it, and you will be ready 
when you have signed up twenty 
members. And—for each member 
secured your chapter will receive 
that same $16.00 that is paid to a 
field representative. The distribution 
of the $16.00 is entirely up to you 
and your chapter. Your travel ex- 
penses, entertainment, hotel, etcet- 
era, will be paid from it and your 











chapters to go into the field and 
establish new chapters. A few suc- 
ceeded, others tried and did not succeed. It was not an easy 
task. Limitations on time and resources made it impossible 
to visit prospective members and spend sufficient time with 
them to keep enthusiasm alive. We still think it can be 
done, but we realize now that we must give you more help 
if you are to give us the help we need. Therefore, we have 
agreed upon the following plan: 

1. The District Vice Presidents will be in complete 
and direct charge of all procurement in their respective 
districts. 

2. Each Vice President will endeavor to secure Field 
Representatives who can spend full time in setting up new 
chapters. For this work they will receive a $16.00 commis- 
sion for each fully paid enrollment. We urge you to con- 
tact your Vice President immediately if you know anyone 
suitable for and interested in undertaking this work. This 
problem is being presented to you because we know that 
within our own membership there is a world of excellent 
material, and that you will be the best judge of who is 
eligible for membership and will be an asset to our organ- 
ization. We do not want super-salesmen. We do not want 
to repeat some of the sad experiences of several years past. 
We want intelligent, representative women who will secure 
the kind of members we desire and will resist the tempta- 


chapter will still be ahead. 


4. Perhaps one member of your chapter is working 
only part time or is temporarily unemployed and will wel- 
come an opportunity to earn extra money. She could do 
a great deal for you. Send her to that city, give her all the 
help and backing she needs, and pay her whatever amount 
you wish for her work in establishing a chapter. For every 
member she enrolls—your chapter will receive $16.00 and 
the distribution of it is up to you. 

5. Is a chapter in your vicinity having difficulties and 
does it need your assistance in building membership? Go 
over and help them build a strong chapter. For each new 
member secured here is the $16.00 commission again. 


We have worked out this plan because we want you, 
in preference to strangers, to select our members and our 
field representatives, and because we want to give you the 
opportunity of playing an important part in building our 
association. NSA needs a tremendously increased mem- 
bership, it needs your help in securing that membership. 
The National Board will stand by and help you in any 
way possible, but it cannot tackle membership procurement 
single-handed. We urge you to work for that membership 
award that will be given at the end of the year, to work 
for the good of your organization, and to accept our new 
slogan for the year 1950-51. 
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Secretaries take to the brand new Remington Electri- 
conomy like ducks to water—and no wonder. The 
electric ease of operation permits them to turn out 
better work —with less effort. 


Yes, and you type easily and naturally from the start 
when you switch from a manual typewriter to the 
Electri-conomy—thanks to its new Speed Slope Key- 
board. In addition, you'll find that you’re fresh at the 
end of the day—because electricity does the work. 


Remington Rand Inc., Room 3029, 315 Fourth Ave.,N.Y. 10 


( Please send me FREE illustrated brochure R 8353 
describing the new Remington Electri-conomy. 
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